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Improving health care access

and outcomes for the people
we serve while demonstrating sound 

stewardship of financial resources

Our Mission:
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• Roles and Responsibilities of Site 
Administrators

• How to set up your agency’s accounts

• How to create a new review step-by-step

• How to enter information for specific types of 
clients or diagnoses
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What you will learn
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• Any new admission to a Medicaid Certified 
Skilled Nursing Facility (SNF), regardless of 
payer source

• All respite stays except HCBS Waiver clients 
requesting a respite stay
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Who Needs a PASRR Level I?
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Per 8.401.184(A):

• Single Entry Point (SEP) agencies shall complete 
Level I’s for known Medicaid individuals

 The ULTC 100.2 does NOT need to be submitted to 
Masspro

• Hospitals shall complete Level I’s for non-Medicaid
individuals admitting from the hospital

• Nursing facilities/hospices shall complete Level I’s 
for non-Medicaid individuals admitting from the 
community
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Who’s Responsible for Completion? 
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• New PASRR online submission system created

 Pilot testing of system began November 19, 2013

 Full roll-out expected January 7, 2014

• Expected benefits

 Moving from a fax based process to an online system

 More efficient, less paper, automatic approvals

• Access new online system at copasrr.com

6

New System

https://copasrr.com/lytfen
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• Each agency is recommended to have 
two Site Administrators
 At least one site administrator account must be 

established prior to registering any standard users

• Each agency can have as many 
Standard Users as the site administrator 
deems necessary
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Setting Up Your Accounts
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• Initial sign up of your agency’s account

• Assigns and activates users

• Receives email notifications for completed 
PASRR submission (UPON OUTCOME) 

• Able to REVIEW PASRR submissions from 
main page 
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Site Administrator Responsibilities
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• Recommended individuals for Site 
Administrators:

 Individuals in a supervisory role for PASRR related 
operations

 A key PASRR user

 Administrative-type personnel that will be consistently 
available and will have a need to track new and 
completed PASRR submissions through to OUTCOME
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Site Administrator Responsibilities
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• Hospital 
 Case Management Director 

plus 1 admin or key user 
staff for all shifts

• Nursing Home 
 Admission Coordinator plus 

1 director / admin to 
receive all outcomes

• SEP 
 Supervisory staff plus 1 

admin or key staff to track 
submissions and outcomes

• CCB 
 Supervisory staff plus 1 

admin or other key staff to 
track submissions and 
outcomes

• Hospice
 Supervisory staff plus 1 

admin or key staff to track 
submissions and outcomes
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Site Administrator Examples
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Setting Up Your 

Agency’s 

Administrative and 

User Accounts
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Access online system at: copasrr.com

To register for the first 
time, select 

User Registration

Site Administrator Registration

https://copasrr.com/lytfen
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Enter User Information in all required fields

Account Type:
Select

Site Administrator 

Organization not 
listed? 

Send an email to 
coltc@masspro.org
to ask to be added

Tip

Site Administrator Registration
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• Users must create a 
password following 
established parameters 

• ALL six security 
questions must be 
answered

System Registration: Password & Security 
Questions
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• Form generated by 
system for each 
Site Administrator

• Print form

• MUST be signed by 
official notary

• Fax or email 
completed forms 
Fax: 855-222-3114
Email:
coltc@masspro.org

HIPAA Security Requirements

mailto:coltc@masspro.org
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HIPAA Security Requirements
• Form generated by 

system for each Site 
Administrator

• Print form

• MUST be signed by 
highest level executive 
for PASRR operations

• Fax or Email
signed copy 
casey.dills@state.co.us
303-866-2786

mailto:casey.dills@state.co.us
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• Site Administrators (SA) will fax or email original 
registration forms to the State Medicaid Agency

 Standard Users do NOT need to submit forms 

 All users must have an accurate email address

• Agency Registration is complete when SA receives 
an email notification from Masspro

• User Registration is complete when: 

 SA activates each individual user after user self-registers

 SAs have the option to send email notification to 
standard users upon activation
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Site Administrator Registration
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Account Type:
Select

Standard User

Organization not 
listed? 

Site Administrators 
must be activated

Contact your 
agency’s 

site administrator

Tip

Standard User Registration
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• Users must create a 
password following 
established parameters 

• ALL six security 
questions must be 
answered

System Registration: Password & Security 
Questions
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Site Administrator must activate each 
Standard User Account before it can be used

Activating or Modifying User Accounts

Colorado LTC - PASRR Administration

Main Menu
• User Accounts

• Colorado LTC – PASRR Home
• Log Out

Login as 
Site Administrator

Select User Accounts

Click on a name to open 
the users account
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Activating or Modifying User Accounts

Select Active to 
activate account

Option: Select Notify User 
of Status Change to send 

an email to user

Account Status:
Select

Read-Only or Write access
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Entering Client 

Information into the 

System
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Female Client

Currently homeless

Diagnosed with Bi-Polar disorder

Admitting from community

In the next series of slides, we will show how to 
create a new review for this client

Homeless Client Scenario



Click Create PASRR 
Review to create a 
new Level 1 review
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Creating a New Review
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Creating a New Review

Enter all Client 
Information

Fields marked with an 
asterisk are required

If ‘Other’ is selected in 
the Race drop-down 

menu, 
a value must be 
entered in the 

Other Race field

TipClick Create 
Review when 

finished
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Patient Information Tab

Client information 
appears at top 

of screen

Tabs along right side 
of screen identify 

each section of 
process

Not all tabs need to 
be completed for 

every client

Click Advance to move to the 
next tab or choose a tab from 

the menu
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Admission Tab

Gray fields are dependent on 
information entered 

elsewhere about the client  

Example:
If you have not indicated 

that a client has been placed 
in a hospital, the reason for 

placement field will be 
gray and information cannot

be entered
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MR & DD Tab

If you answer Yes 
to any of these 

questions, enter 
the agency name 

responsible
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Indicator fields change 
from red to green when a 

diagnosis is indicated

Mental Health Tab
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Mental Health Medications Tab

Only if you select Yes, will you 
be asked to select what the 

medication is used for

Only if you select Mental 
Health as the reason for the 
medication, be asked to list 

information about each 
medication

Click Add Row to enter 
information about a 

medication
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The Add Row pop-up box opens

Enter in medication name, daily 
dose and diagnosis

Click Submit

Mental Health Medications Tab
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Medication populates in list 

Click Add Row to enter additional
meds as needed

Click Advance when finished

Note: the MH Meds indicator 
has changed from red to green

Mental Health Medications Tab
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Select serious symptoms relevant 
to the client

You will be asked to enter any 
details you have about the 
symptoms in the text box

Select None if there are no 
symptoms 

Symptoms Tab
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Because this client does not 
have Dementia, no further 

information is required

Click Advance when finished 

Dementia Tab

Only if you select Yes, will you 
be asked to select further 

information
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Select Yes, No or UTD as 
appropriate on all 

questions

If you select Yes to any 
of these you will be 

asked to provide contact 
information

Legal Tab
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Select Yes or No on all 
questions

Categorical Determinations Tab
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Alternative Placement must
be considered for every 

individual prior to choosing
facility placement as the 

lowest level of 
care needed

Alternative Placement Tab
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Enter any comments you 
feel necessary to aid in 

Masspro’s review

Comments Tab

Click Verify Completion 
to check for mistakes 

or missing information
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Completion Tab

Click Submit for Approval to 
submit the review to Masspro

Click OK in the pop-up box 
to continue
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Enter your login password and 
click Submit to 

send the review to Masspro

Note: Once submitted, no changes can
be made to the review

Completion Tab
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After clicking submit, an 
outcome window will open

For this case, the client requires a 
clinical review to be done by Masspro

Click OK to acknowledge

Outcome
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Outcome

After you have submitted 
the review, the screen reverts 

to the Patient Tab

All information is read-only

Click on the Outcome L1 Tab
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Information regarding Masspro’s review 
will be available here

Masspro has six (6) business hours to 
provide an outcome 

The date and time the outcome will 
be available is automatically 

calculated by Masspro

Outcome L1 Tab
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Printing

At any time, users 
can print the entire 
review or just the 

outcome

Do NOT use the 
browser’s print button

Printed outcomes can 
be included in the 

client’s file

Tip
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Click View PASRR Reviews to access 
previously created PASRR Reviews

A list of all created reviews and 
their status will appear  

Click on a review to open it 

Viewing PASRR Reviews
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Entering a 

Hospital Exemption
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Male Client

Currently on Medicare

Diagnosed with mild depression and has 
medications

Admitting from Hospital

In the next series of slides, we will show the 
differences in entering a hospital exemption case

Hospital Exemption Scenario
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Admission Tab

Select 30-day hospital 
exemption

Based on this selection 
you are prompted to 
enter condition and 

physician information
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The Major MI indicator changes 
from red to green.

Mental Health Tab

GDS Score is required 
with a Depression 

diagnosis
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Mental Health Medications Tab

Only if you select Yes, will you 
be asked to select what the 

medication is used for

Only if you select Mental 
Health as the reason for the 
medication, be asked to list 

information about each 
medication

Click Add Row to enter 
information about a 

medication
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Mental Health Medications Tab

The Add Row pop-up box opens

Enter in medication name, daily 
dose and diagnosis

Click Submit
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Mental Health Medications Tab

Medication populates in list 

Click Add Row to enter additional
meds as needed

Click Advance when finished

Note: the MH Meds indicator 
has changed from red to green
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Categorical Determinations Tab

Select Yes or No on all 
questions

This client is estimated to 
only need a 30-day stay, 

not a 60-day stay
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Comments Tab

Enter any comments you 
feel necessary to aid in 

Masspro’s review

Click Verify Completion 
to check for mistakes 

or missing information
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Completion Tab

Click Submit for Approval to 
submit the review to Masspro

Click OK in the pop-up box 
to continue
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Enter your login password and 
click Submit to 

send the review to Masspro

Note: Once submitted, no changes can 
be made to the review

Completion Tab
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Entering a 

Dementia Case with 

Severe Symptoms
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Male Client

Currently on Medicare

Diagnosed with mild depression and has 
medications

Admitting from Hospital

In the next series of slides, we will show the 
differences in entering a dementia case

Dementia Scenario
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Client displays multiple 
serious symptoms associated 

with Alzheimer’s

Additional details are 
included in the comment box

Symptoms Tab
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Dementia Tab

Client has Alzheimer’s and is 
taking a combination of Beer’s 

list and non-Beer’s list 
medications
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Due to this client’s 
serious symptoms 
and medications, 

client requires a Hold 
for Masspro clinical review 

prior to approval

Outcome L1 Tab
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Entering a 

Hospice Case
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Male Client

Currently on Medicaid

Diagnosed with hallucinations, in end stage 

of life

Admitting from home

In the next series of slides, we will show the 
differences in entering a hospice case

Hospice Scenario
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Client displays hallucinations 
as a result of end of life

Additional details are 
included in the comment box

Symptoms Tab
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Categorical Determinations Tab

Client meets 
criteria for 

terminal illness
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Outcome L1 Tab

Although this client has a 
serious symptom, 

this client does NOT require 
Masspro’s clinical review 

prior to approval 
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Entering a 

PACE Respite Case
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Male Client

Currently a PACE client

Diagnosed with anxiety and mild depression

Has one medication

Admitting from home

In the next series of slides, we will show the 
differences in entering a PACE Respite case

PACE Respite Scenario
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Admission Tab

Request for PACE Respite 
for client

Payment method and 
Admission Category 

specify PACE
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Mental Health Tab

Client has a 
mental health 

diagnosis
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Client has one 
Mental Health 

medication

Mental Health Medication Tab
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Although client has a 
mental health diagnosis, 

this client does not require 
Masspro’s clinical review 

prior to approval 

Outcome L1
This is the print view 

of the Outcome  

This document is 
what you will include 

in the client’s file

Tip
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Questions
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Casey Dills O’Donnell
Title

casey.dills@state.co.us

Tammie Ruiz
PASRR Administrator

tammie.ruiz@state.co.us
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Contacts

mailto:casey.dills@state.co.us
mailto:tammie.ruiz@state.co.us

